Section 1: Add a paysheet, used for on demand and manual checks.
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Agency Off Cycle Check Processing

This document used with the Payroll Business Processes PAYO601 through PAYO607
(http://phoenix.gagta.com. Click HRMS/Payroll/Business Processes) contains the tools to acquire the
knowledge necessary to manually enter, calculate and confirm Off Cycle payroll data in the PeopleSoft
System.

Section 1: Add a paysheet, used for on demand and manual checks.
Calculate, review and confirm data.

Section 2: Process a reversal or reversal/adjustment check.
Calculate, review and confirm data.

On Demand Checks: Checks processed through PeopleSoft and printed during the Nightly Batch Process for
delivery to the Agency the following business day.

Manual Checks: Used to record payments to (or from) an employee that are issued at the time of request.
This entry does not produce a paper check the following day, it only updates year to date balances and
processes through to PeopleSoft Financials.

To add a paysheet for an on demand or manual check:

Step 1
Navigation: Go, Compensate Employees, Manage Payroll Process U.S., Use, Paysheet, Paysheet,
Update/Display.

Manage Payroll Process U.S. . - 0] x|
File Edit ‘iew Go Favorites | Uge Process Inguire Rpta-M RptM-Z  Controls Help

B & # Xl=] el =l . b
Paysheet Earnings (Shart Farrm) Paysheet Cne-Time Deductions  *
Payline With Security 4 Paysheet One-Time Garnishment  *
Payline Earnings fAccount) Paysheet Cne-Time Taxes *
Paysheet Add Page 4 Paysheet Page Balances *
Online Check
Paycheck Distribution 4

Rapid Pay Data Batch Header 4
Rapid Pay Data Entry

Search RPCE by Emplid

Rapid Pay Data Entry History 4
Irnport Rapid Pay Data 4

Bark Recon Check Enfry
Manage Bank Recon Records

HRMOLTST

| |
Astart|| Bl | Sa.. | BH.. | @er. | BH.. WM., B0 | SR 420pM




Enter Company, Pay Group, cu rrent open Pay Period End Date, turn on the Off Cycle Indicator and select
OK. Find the highest page number on the drop down list and record for use in Step 3.

Manage Payroll Process U.S. - Use - Paysheet
File Edit “iew Go Favorites Use Process Inguire Rpt&-M BptM-Z Conbrols Help

=101 x|

B €@ x|=(e| akaE = == Sl @#lel] e lA]|

Update/Display -- Paysheet

X
Company: 484
Pay Group: 551 Cancel |
Pay Period End Date:lﬂﬂe"31 42003 ﬂ Use Quem |
Off Cycle 2: 7 Mew Query |

Page #i: I

HevoLTsT |

|
Astart| | 212 @c| @s| B B0 Bo|[wv @a| 54 Bla 2P BRYLS 1019 Am

Note: The Off Cycle Check Box must be a white background with a black check mark to retrieve only the
Off Cycle Paylines.

If the Off Cycle Check Box is grey with a grey check mark, you will retrieve both On and Off Cycle Paylines.

If the Off Cycle Check Box is blank, you will retrieve only On Cycle Paylines.




Note: If No Records Found, record Page # O

PeopleSoft




If an Off Cycle Page is found record that number, in this case the number is 5.




Step 2:
Navigation: Go, Compensate Employees, Manage Payroll Process U.S., Inquire, Paycheck Data, Paycheck
Earnings.

| : I\-'Ianagel_Pavrol! Process LS.




Enter Company, Pay Group, current open Pay Period End Date, turn on the O ff Cycle indicator and click OK




A 434
> 434

All calculated or confirmed Off Cycle checks will appear, look for the highest page number. If this number is
higher than the page number recorded in Step 1, use this number in Step 3.

Manage Payroll Process U.S. - Inquire - =10 x|
File Edit “iew Go Favorites Use Process Inguire Rptéa-h Bpth-2 Controls  Help
Bl& (@ (x[=(e| BlaE| e =)= S5 slcl2] #elsll ]
x|
570
484 2003-08-31 200420 |D0355E14
2003-08-31 522007 |00355614
2003-08-31 0 00581202
4 | ¥
Select I Detail Cancel |
brRvoLTST | I 4
Astart| | 212 | Do) @s | D1 84 W0 [wv, @a] Sa ] B4 RYPLE 540 aM




Step 3:

Navigation: Go, Compensate Employees, Manage Payroll Process U.S., Use, Paysheet, Paysheet, ADD.

Manage Payroll Process U.S.

File Edit “iew Go Favorites

Bl & & x|=| el =l

Use Process Inguire  RptA-

Payshest

Paysheet Earnings(Short Form)

Payline with Security
Payline Earnings {Account)
Paysheet Add Page

Online Check

Paycheck Distribution

RptW-Z Controls -Itl.é-lp

Payshesat

Paysheet One-Time Deductions
Paysheet One-Time Garnishment
Payshest One-Time Taxes
Paysheet Page Balances

4

=|o] x|

Update/Display

Rapid Pay Data Batch Header
Rapid Pay Data Entry

Search RPOE by Emplid
Rapid Pay Data Entry History
Import Rapid Pay Data

Banrk Recan Check Enfry
Manage Bank Recon Records

Astart|| 812, | .| ds. | D1 Wi, B

HRvoLTsST |

4

|
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Enter Company, Pay Group, current open Pay Period End Date, turn on the Off Cycle Indicator, and in the
Page # field add one to the highest page number found in Steps 1 or 2 and select OK.
NOTE: IF you fail to turn on the Off Cycle Indicator the paysheet will be added as an On Cycle paysheet.

Add -- Paysheet




Once the paysheet panel appears enter the Employee ID and Record number. After tabbing out of the
record number field, verify the displayed department id is within your agency.

Manage Payroll Process U,

File Edit “iew Go Favorites

lze

S. - Use - Paysheet
Process Inguire RptA-M RptN-2 Confrols Help

=10l x|

Ble/@x(@e mlaE vel o= g8 @lel=] #elval]]

Paysheet |Paysheet One-Time Deductions | Paysheet One-Time Gamishmentl Paysheet One-Time Taxes | Paysheet Page Balances |

Company: 484 Pay Group: 551 Pay End Date: 08/31./2003 Page: 5
Line# ID Empl Rcdit  Ben Rcodit Hame [ Manual Check LI
T T B ol I T e—
Check # Check Dt Total Gross Net Pay
Mo Message — | |oa/02/2003 | [
Owr HilyRt Reg His In OT Hrs Hily. Rate Reg Salary ;I
DK to Pay | | | 15171416 |
-\ / ¥ Disable Direct Deposit [~ Gross-Up
Shift Department Job Code Position GL FayType FICA TL
Acct Code Earmnings Beqgin/End D ates State Locality Reds
INM -] [4846202502  +| [15202 +| [o0133638 | N+
| +| [o8ri672003  [o8/m72003  [Ga ] +|
Other Earnings =
Tax Prds: | 1 Annk I Cd Seq Hours Amount —I
Pay Frequency: ISemimnthI_l,l vl | ﬂ I ﬂ I I
Tax Method: IAnnuaIized vl j j zl

Astart|| B2 | B gls | S WH | W0 wm, @a ] Se B [REEER 556 am

HRYOLTST  Payshest [dd

2
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Click on OK to Pay, and ensure that the Disable Direct Deposit check mark is clicked on. If it is not selected
and the employee is enrolled in Direct Deposit, A Direct Deposit Advise will print instead of a check. At this
time Phoenix is not offering transmitting of Direct Deposits for Off Cycle Checks.

Enter Hours or Sakry to pay employee. Once all information is entered and the paysheet is saved, it is time
to run the Off Cycle Calc Process.

Manage Payroll Process U.S. - Use - Paysheet =1
File Edit “iew Go Favorites Use Process Inguire Rpta-M Rpth-2  Confrols  Help

:> @ 2@ x|ole] =|am] sle) 5] S| @lelo] +lelsl ]

Paysheet |Paysheet One-Time Deductions | Paysheet One-Time Gamishmentl Paysheet One-Time Taxes | Paysheet Page Balances |

Company: 434 ay Group: 551 Pay End Date: 0a/31,/2003 Page: B
Line # ID Empl Rcdit  Ben Redit Name ;I
1 [00241440 | [ 0 1
Check # Check Dt Total Gross Met Pay
Mo Message | [o9/02/2003 | [
[ Owr HrlyRt Reg His In OT Hrs Hrly. Rate Reg Salary LI
|::> ¥ OK to Pay | [ 1000 | 15171416 |
::> ¢ Disable Direct Deposit [~ Gross-Up
Shift Department Job Code Position GL FayType FICA TL
Acct Code Earmings Beqgin/End D ates State Locality Rcds
INM -] [4846202502 +| [15202 " +| [o;i33638 | T
| 4| [08r1672008  [08/3172008  [GA || +
Other Earnings =
Tax Prds: | 1 Annk I Cd Seq Hours Amount —I
Pay Frequency: ISemimnthI_l,l vl | ﬂ I ﬂ I I
Tax Method: IAnnuaIized vl j j zl

HRWOLTST  Payshest add 7

Astart| | 2| ©c.| @s | D1 | WH | W0 [wv, @a] s Bla] ROEE= 9.00 aM
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Step 4

Navigation: Go, Compensate Employees, Manage Payroll Process U.S, Process, Pay Calc O ff Cycle Only,
Update/Display. Enter you Run Control ID (your initials or whatever you chose) and click OK. (Run Id
should not exceed 8 characters, do not use special characters such as $, %, etc)

Update /Display -- Pay Calc Off Cycle Only

12



Enter the Agency Number, Pay Group, Pay End Date and Page Number to Process. Then click the first Run
Traffic Light on the Tool Bar to run the process.

\-"anagepavroll Process U.S. - Proce ay Calc Off Cycle Only ol

13



Be sure the Process Scheduler is set as the example. Run Location to Server, Server is PSUNX, Output

Destination to File.

Click OK to Start Process.

Manage Payroll Process U.S. - Pri day Ce rcle - 0] x|
File Edit “iew Go Favorites Use Process Inguire RptaA-M BptH-Z Controls  Help
alel@(x|@e| akaal & = S5 2kelo] ez ]|
Rundx Pay Calc Off |

Process Scheduler Request x|

Dperator 1D:

Run Control ID- Operator ID: - GHMARTIM Run Control [D: 1

r— Fiun Location r— Output D estination
-Dif-Cycle Run " Client @ Server & File Printer Swindow
Company: Server IPSUNX ;I File/Printer: Ia"trnp.f +P-d
Pay Group: — Run D ate/Time: —Run Recurence Cancel |
Date: [08/02/2003 =l [Onee =l
Pay End Date: ;
Tine: [03:09:00 am_ [2] Name:
Process:
Pac Reset to current Date/Time | Mew | e | Deletel
: _ Description MName Process Type Descr
Calculation Options|  EyCRyE=N PSPEYELN  COBOLSOL
* Only Calcu
" [Re)Calcul
HrvoLTST IR Pay Cal- OFF Update/Display 4

HAstart|| B2 | ©c.| ds. | B 8- B0 v, @a | Sa B | [ REEOH 907 am
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Note the Process Instance Number: 373307

Process Monitor - Operatol

“TPSPPYRLN

Remember: Because you get Success on the Process Scheduler does not mean the check is correctly

GHMARTI

PSUNK

COBOL AL

GHMARTIN

373307

U£022UD3 303004

calculated. This means only that the process has completed successfully. Always check your Payroll Error
Messages and the Paycheck Data.

15



Navigation: Go, Compensate Employees, Manage Payroll U.S., Inquire , Payroll Error Message.

' _ Manage Payroll Process U.S.

Payroll Br ror

16



You may use all or any of the following criteria to access the error messages. Company, Click Off Cycle,
Page Number, or the Process Instance Number. We recommend inputting the Company or the Process
Instance Number.

17



This verifies that you have no calculation errors on this payline.

PeopleSoft
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Navigation: Go, Compensate Employee, Manage Payroll Process U.S. Inquire, Paycheck Data, Paycheck
Earnings.

Manage Payroll Process U.S.

19



Enter the Company, Pay Group, Pay Period End Date, Click Off Cycle and Page Number, Click OK.

20



NOTE: The word Calculated above the Check # area. Verify all the information on each panel.

Manage Payroll Process LU.S. - Inquire - Paycheck Data

Paycheck Earnings

Fil= Edit “iew Go Favorites Use Process Inguire RptA-M Rpth-Z2  Confrols H’.;[p

=10] x|

ol &@x|ee| alee slel o] SE=] @lel2] #lelal]

Paycheck Earnings |F‘a\,rcheck Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Paycheck Distrib_4 | 4 I

Company: 484 Page: B Line: 1 Empl Rcdit: 0 Ben Red#: ]
Pay Group: 551 ID: 00241440 ¥ O Cycle. 7
End Date: 08/31/2003 Name: | |
\> Calculated Check ™ Heprint = Adiuistment Separate Check #: ;I
Check # Issue Date Earmnings Tazes Deductions Met Pay
08/02/2003 227 57 | £2.20 129.66
Hours Eaming: Rate Begin-End Dates: 02/16/2003 0a/31,/2003 ;I
Used
Regular Hours: Hourly Rate: 15171416
Dvertime Hours: 10,00 227 57 Hrly Rt. FLSA Rate:
Hegular Eamn Hours: DED“DI ABAE202802
INheLE naas LI Job Code: 15202
8 L Paosition: 00133638
GL Pay Type:
Shift/Rate: i N
State fLocality: Go
j Tax Periods: 1 Semimnthly
Tax Method: Annualized
Account Code: _
FICA Status: Subject
Addl #: Addl Pay Reazon: N Maone
HEVOLTST  |Pavcheck Earnings IUndate/Display

Astart| | 22| Do) @s | B W) B0 [wivm @la] s ®a op | [REEOE  gi12aM

21



Manage Payroll Process .S, - Inquire - Paycheck Data
File Edit “iew Go Favorites

Llse  Process

Paycheck Taxes

Inquire RptA-M RptN-Z Controls

Help

ol x|

Bl&@x(zle| B sle 5= S8 22+l

Paycheck Earnings  Paycheck Taxes |F‘aycheck Deductions | Paycheck Garnishments I Paycheck Special Accums | Paycheck Distrib 4 | » I

dstart|| 22| @] @s| B | W] B0 |[wiv @a| S| #a,

Company: 484 Page: 5 Line: 1 ¥ O Cucle 7
Pay Group: 557 ; 00241440 Empl Bcdit: 0 Ben Redii: 0
End Date: 0643142003 Mame: [ ]
Calculated Check Separate Check #: LI
Check # Iszue Date E arnings Taxes Deductions Met Pay:
0940242003 22757 /71 6220 129.66
Mo Limit Gross ;I
State Tax Entity Res Tax Class Tax Amount Taxable Gross Tax Not Taken
LIS Federal 0ASDI/Dis 1273 20527 205 27
U5 Federal FICA, - MHI 2493 205,27 20827
1JS Federal Withholdng 20,00 205,27
G State 3 Withholdng 205,27
[E7:) State Unempl ER 20827
HRvOLTST |Paycheck Taxes [Update/Display

=2p|  RYLOH
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Paycheck Deductions

Manage Payroll Process .S, - Inquire - Paycheck Data

File Edit “iew Go Favorites

lJse  Process

Inquire RptA-M  RptN-Z Confrolz Help

=10| x|

Blel@xze| aaE sle == S5 @lel=] #lelali ]

Paycheck Earnings | Paycheck Taxes Paycheck Deductions |F‘aycheck Garnishments | Paycheck Special Accums | Paycheck Distrib 4 | > |

Company: 484 Page: B Line: 1 ¥ Off Cucle ¥
Pay Group: 551 1D: 00241440 Empl Rcdil: 1] Ben Rcdil: 0
End Date: 08/21,/2003 Mame:[ ]
Calculated Chechk Separate Check #: ;I
Check # lzzue Date E arnings Taxes Deductions Met Pay
09/02/2003 22757 CLor| g2.20 129,66
Deduction Amount Amt Hot Taken/ Payback Amt/ LI
Plan Code Class Type Calculated Base Refund Amt
Charitable Contribution Progra 1.00
CHRTY After-T ax General
Credit Union DOT Savings 25.00 |
CUDOTS After-Tax General
FLEX Grp Tem ADAD 5% 2.3
HADDE Before-Tax General
FLEX Child Life - $20000 140
xLCO020 Afrer-T ax General _I
HRYOLTST  |Paycheck Deductions Lipdate/Display 4
Astart| | B12| ®c| @s| B B0 o [wiv @a] DA Bla op| REES 935 aM
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Manage Payroll Process U.S. - Inquire - Paycheck Data

File Edit “iew Go Favorites Use Process

Inquire RptA-M  Rpth-Z Confrols

Help

ol x|

Ble|@x|zel vl e 5= SE2 @lel=2] *elal]

Paycheck Earnings | Paycheck Taxes Paycheck Deductions |F‘aycheck Garnishrments | Paycheck Special Accums | Paycheck Distrib 4 | » |

Company: 484 Page: = Line: 1 | Off Cycle 7
Pay Group: 551 1D: Q0241440 Empl Rcdii: 0 Ben Rcdii: 0
End Date: 0843142003 Mame: [ 1
Calculated Check Separate Check #: ;I
Check # Izsue Date Earnings Taxes Deductions Het Pay
09/02/2003 22757 1| B2 20 12966
Deduction Amount Amt Hot Taken/ Payback Amt/ ;I
Plan Code Class Type Calculated Base Refund Amt

FLEX Child Lif= - $20000 1.40

®LCO20 After-Tax General
FLEX Grp Term Life-4% Bef Tax 20.32

HLF4=E Before-T ax General
FLEX Spouse Life - Ly 3 4.80

=LS030 After-T ax General
FLEX Long-term Dis w/RET+55 372

#LT+RS Before-T ax General

LS
HRWOLTST  |Paycheck Deductions IUpdate/Disnlay 4

Astart| | 12| @D/ Ms.| B WH] B0 |[wvm #@a] SaBla] 2p| KUY S

9:35 AM
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Manage Payroll Process U.S. - Inquire - Paycheck Data
File Edit “iew Go Favorites Use Process Inguire REptA-M REptN-Z2 Confrols Help

ol x|

B8 @x(el EaE ee o 8= el $lelall ]|

Paycheck Earnings | Paycheck Taxes Paycheck Deductions |F‘aycheck Garnishments | Paychedk Special Accums | Paychedk Distrib_4 | » |

Company: 484 Page: = Line: 1 | Off Cucle 7
Pay Group: 551 1D: Q0241440 Empl Rcdii: a Ben Rcdii: a
End Date: 03/3/2003 Name: |
Calculated Check Separate Check #: LI
Check # Izsue Date Earmnings Taxes Deductions Met Pay
09/02/2003 227 57 K| B2 20 129.BE
Deduction Amount Amt Hot Taken/ Payback Amt/ ;I
Plan Code Class Type Calculated Base Refund Amt
FLEX Spouse Life - Lv 3 4.80
wLS030 After-T ax General
FLE% Long-termn Dis w/RET+55 .72
xLT+RS Before-T ax General
Imputed Income - FLEX Life .70
IFMPIFL IMPIFL Tarable Life 127.000.00
SHEF Emplover Plan 23.81
SHEF SHEF Montaxable SHEF ER 227 AT
HRWOLTST  |Paycheck Deductions IUpdate/Disnlay s
Astart| | &2 81| @s.| B WH] B0 |[wiv @a] QA Bla] 2p | RWESE .36 aM

Also Verify Paycheck Garnishments if employee is subject to garnishment.

25



Step 5

Once Paycheck Data has been verified that it contains all necessary and correct information, it is time to
Confirm the Off Cycle.

Navigation: Go, Compensate Employees, Manage Payroll Process US, Process Pay Confirm Off Cycle Only,
Update /Display.

Manage Payroll Process LS. - O] x|

File Edit View Go Favorites Use | Process [nguire Rpta-M RptN-Z  Confrols Help

B & (8! x|®|@| a[-a|a| § PaCalendr Createn v [l |
— Paysheet Creation r
Pay Calculation L4
Pay Calc Off Cycle Only 4
Pay Confirmation L4

Pay Canfirm Off
Paycheck Distribution Update/Dizplay

Paycheck Reprint 4
Paycheck Reversal/Adjustment  #
Imputed Income Adjustment 4
Delete Balances L4
Pay UnConfirm *
Pay Lnsheet L4
Blank Checks ’

Year o Date Balance Rpt Param  *
BROC OT File Parms

HRvOLTST

o

| |
#Astart| | €12 | glls| D1 WH| Wo|wv s D4 Bla] op| REEEM o35aM
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Enter the Run Control ID and click OK

Update /Display -- Pay Confirm Off Cycle Only

27



Enter Company, Pay Group, Pay End Date and Page Number, Click Traffic Light.

b Ianage__Pa\;roll Process U.S. - Process - Pay Confirm Off _C\,-'cle in_\,-'

28



Verify the Process Scheduler Radio Buttons are set as in the example and then click OK

Manage Payroll Process LS. -

=18 x]

File Edit Yiew Go Favorites Use Pru:u:ess Inguire RptAM RptNZ CDntrDIs Help

gle(@(x|mle| alaE| = BE] SlE] @il #le]sl]]

Pay Confirm Off |

] Process Scheduler Request
Operator 1D:

Run Control 1D: Operator ID: - GHMARTIM Run Cantral 1D: 1

—Run Location

— Dutput Destination
ol il " Client & Server & Fle  © PFinter  © Window
Company:
Server IPSLINX ﬂ File/Printer: Ia’tmpf +P-d
Pay Group: ;
—Run Date/Time: — Run Recurence Cancel
Pay End Date: Date: IEIEIJDEH’EDDB ;I IDnce ﬂ
Process: Time: 09224300 AM [ ] Narme:
Page #: Rezet to current Date/Time | Mew | i | [elete |
Description I ame Process Tope Descr
Confirm Pay PSFCHFRR  COBOL SOL

HRWOLTST  Pay Confirm Off

#Astart| | 92| E)c| ds |1 || M

pdate/Display

|op| BGLOE 941 AM




:’*?J Process Monitor - Operator: GHMARTIN

“[PSPCNFRM
PSPRYRIN

GHMARTIN
GHMARTIN

PSURN
PSUN

COBOL SOL
COBOL SHL

373308
373307

09/02/2003 5.44:008M
05/0242003 9:09:004M

Success
Success

Once Process Scheduler has completed with Success, review the Payroll Error Messages and then verify the
Paycheck has been confirmed.

30



Navigation: Go, Manage Payroll Process US, Inquire Paycheck Data, Paycheck Earnings. Enter Company,
Pay Group, Pay Period End Date, Check Off Cycle and Page Numberand click OK.

31



When the list appears, click Select.

Manage Payroll Process U.S. - Inquire - Paycheck Data =10l x|
File Edit “iew Go Favorites Use Process Inguire Rptﬂ M RptN Z Contrals Help
slel@x=e| akaE =e == 8= 2lel] e lale])
x|
|
4| | i
I |
Select I Detail Cancel |
HRWOLTST | 4
!FM | wp| [ RYEOR  5:94 AM
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NOTE: There is now the word Confirmed, and a Check # has been assigned.

Manage Payroll Process LLS. - Inguire - Paycheck Data -0l x|
File Edit View Go Favorites Use Process Inguire Rpta-W BptN-Z Controls Help

Blel@xee HaeE e 5= S8 2kl £lelali]]

Paycheck Earnings |Pa5ﬂ:heck Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Paychedk Distrib_4 | 4 |

Company: 484 Page: E Line: 1 Empl Redi: Ben Rcdit:
Pay Group: 551 ID: 00241440 ¥ Oif Cycle 7
End Date: 08/31,/2003 Mame:
Confirmed Check = Heprint [T Ediustment Separate Check #i: ;I
Check # Izzue Date Eamings Taxes Deductions Het Pay
RZ22889 <:> 0940242003 227 57 3571 B2.20 129,66
Hours Eamings Rate Begin-End Dates: 08/16/2003 08/31,/2003 LI
Used
Regular Hours: Hourly Rate: 15171416
Owertime Hours: 10,00 227 57 Hrly Fit. FLSA Rate:
Flegular Earn Hours: DED“D: ABAE202R02
Dither Eamae ;I Job Code: 15202
=L Position: 0133638

GL Pay Type:

Shift/Rate: i N

State fLocality: Ga /

j Tax Periods: 1 Semirmnthiy

Tax Method: Annualized
Account Code: _

FICA Status: Subject
Addl #: Addl Pay Reason: N Mone

HRVOLTST lPaycheck Earnings [Update/Display =

Astart|| 212 e s | D1 Wo oW @a] 3] ®a] or| REIEH 0:45 aM




In order to do Manual Check Entry, follow all of the steps as the On-Demand Check Process with the following
exceptions.

Once the paysheet has been added you will need to check the Manual Check Box and enter a Check Number, Total
Gross, Net Pay, Reg Salary or Other Earnings. Click OK to Pay and Disable Direct Deposit.

Manage Payroll Process LS. - Use - Paysheet - 0| x|
File Edit %iew Go Favorites Use Process Inguire RptaA-M RptMN-Z Confrols  Help

Ble(@(x(ele| e slel o= 8| 2lel] #Helal ]|

Paysheet |Pa\,rsheet One-Time Deductions | Paysheet Crne-Time Garnishmentl Paysheet One-Time Taxes | Paysheet Page Balances |

Company: 484 Pay Group: 551 Pay End Date: 09/30/2003 Page: B

)
Line# ID Empl Hcdf  Ben Redit Name > ¥ Manual Check LI
1 [o0241240 [0 |

5|

Check # Check Dt Total Gross Met Pap
Manual Check | 12345 |na;29;2003 | 351.91 | 292.26

[~ Dwr HilyRt Reg Hrs In OT Hrs Hily. Rate Reg Salary LI
¥ OK to Pay f f | 15.171416 |m
¥ Dizable Direct Deposit [~ Gross-Up
Shift Department Job Code Position GL PapType FICA TL
Acct Code Eamnings Begin/End Dates State Locality Reds
INM -] [18a6202502 4| fi5202 +| (00133638 | N+
| + [071672003  [03/3072003  [GA  +|] +

Other E arnings

Tax Prds: |_1 Annl: I Cd Seq Hours Amount ;I
Pay Frequency: ISemimntth vl | ﬂ l_ﬂ I I

Tax Method: IAnnuaIized vl :l :l j

HRvOLTST  [Pavshest add

Astart| | B2, | Do, | Do, | Ba. | Ms. | WH. | B Wy, v | RESE 1150 aM
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On the Paysheet One Time Deductions, Deductions Taken to Subset, Deduction Subset ID is Off (for Off
Cycle Check) and enter each of the Plan Types, Benefit Plan, Deduction Code/Class (Class designates if the
deduction is taxable or non-taxable). The One Time Code is set to Override and Flat/ Additional Amount.

This example has no One Time Deductions.

Note: If the employee is eligible for Employer Health Benefits (SHBP), the Subset “Off” will automatically

calculate that amount on the check.

Manage Payroll Process LS. - Use - Paysheet
File Edit “iew Go Favorites Use Process Inguire RptA-M Rpth-Z  Controls Help

=101 x|

g8 |@x|ple s slel 5= a8 2lel=] +lelal |

Payshest Faysheet One-Time Deductions |F‘aysheet One-Time Garnishmentl Paysheet One-Time Taxes | Paysheet Page Balances |

Plan Type: I i I One Time Code: |Dverlide - |
Benefit Plan: I ﬂ Flat/Addl Amt: I

Ded Cd/Class: I ﬂ I_ﬂ Rate/Percent: I

Deduction Calculation R outine: IFIal Amount j

Company: 484 Pay Group: 551 End D ate: 10/15/2003 Page: 18
Line # 1D Empl Rcdit Ben Rcdit Mame ;I
1 00241440 ] of
b ansal Check.
| Reason Deductions Taken: Deduction Subset I1d: _I
[V OK to Pay |::> |Suhset v| ﬂ
-One-Time Deduction D ata ;I

=EE

HRYOLTST  |Payshest One-Time Deductions |4dd

#~

Astart| | Blinb... | E200. | BIGT... | MDoc.. | Blage. |[BMa,., BDef. | RS 11:57 am
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Paysheet One Time Taxes. Click off the Addl Tax Flag then enter the allowable taxes.
State GA Tax Class H (for withholding) One Time Code, Override, One Time Tax Amount

Insert a row on the inner scroll bar, click Federal then chose Tax Class, Override, One time Tax Amount. Do
this for

OASDI, FICA and Federal Withholding.

Manage Payroll Process U.S. - Use - Payline With Security -10] x|
File Edit “iew Go Favorites Use Process Inguire Rpta-M Rpth-2 Controls Help

Ble@x(mel mae el o= 8] sle2] el

Payline | Payline Cne-Time Deductions | Payline One-Time Garnishments  Payline One-Time Taxes |

Company: 484 Pay Group: 551 Pay End Date: 09/30/2003 Page: B
Line i 1D Empl Rcdit Ben Rcdlt  Mame
1 v 0 N —
Marual Check
\ /
| Reazon \ ;I
¥ DK to Pay [ Addl Taxes

rOne-Time Tax Data

B |::>Im_ﬂ " Federal

Locality: I ﬂ

Tax Class: |::> IH_ﬂ Withhaoldng
[Ine-Time Eode: :W One-Time Tax Amount: |::> | 11.35 J j

HRYOLTST  |Payline One-Time Taxes [Update Display A

Astart|| B2, | B1c.| .| B1A. | s, | B0, 80| B W, 2p.| RESE 12:16 M
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Manage Payroll Process U.S. - Use - Payline With Security

File Edit “iew Go Favorites Use Process

Inquire Rpté-M RptN-Z Contraks Help

=lolx|

Ble@xze a0 slel sz g8 slel=] el

Payline | Payline One-Time Deductions | Payline One-Time Garnishments  Payling One-Time Taxes |

Tax Class: ::> IH_ﬂ Withholdng
One-Time Code: > [Dverride -]

One-Time Tax Amount: |::>| 21.38

Company: 484 Payp Group: 551 Pay End Date: 09/30/2003 Page: B
Line # 1D Empl Rcdit  Ben Rcd#é Name
1 00241440 0
Manual Check:
\ £/
| Reason \/ ;I
¥ DK to Pay [ Addl Taxes
rOne-Time Tax Data N

i
gl

[HRoLTST

[Payline One-Time Taxes

Undate/Display

%

dAstart| | ®)2.| Bc.| Do, | Ma | ds. | BH.| BH.| v v, op.| RESY:

12:17 PM

Once all of the information has been entered, sawe the paysheet and run the Off Cycle Calc Process just as
for the On Demand check. Review Payroll Error Messages. The most usual message states that the
calculated totals do not match the Net Pay entered on the manual check. This occurs when the Regular or
Other Earnings have not been entered on the payline in addition to the Gross and Net or the One Time

Deduction Amount or One Time Tax Amount is incorrect.

Make corrections to the payline and run the Off Cycle Calc Process until there are no errors. Review the
Paycheck Data to validate the information and if correct, run the Pay Confirm Off Cycle Only Process.
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Section 2: Reversal and Reversal/Adjustment Processing.

A Reversal is done to void a check that is incorrect or not due the employee and you have the check in
hand. If the original check was a Bank Advice, you must have received the funds from the employee’s bank
before you can do a reversal.

A Reversal/Adjustment is done when you owe the employee additional earnings or to refund a deduction or
taxes that should not have been withheld. This process does not void the original check but uses it to
calculate the additional earnings and taxes due. The Adjustment check pays the employee the difference.

Note: If the first Off Cycle processed during the current period is a Reversal or Reversal/Adjustment the
system will assign page number 1.

Step 1: Obtain from Paycheck Data the following information on the check to be voided. The Employee ID
and record number, the check issue date (not the period end date) and the check number.

Navigation: Go, Compensate Employees, Manage Payroll Process US, Inquire, Paycheck Data, Paycheck
Earnings.

Administer Workforce (L.5.) - O] x|

File Edit “iew |E Favorites Use Setup SetuplUS Process  Ingquire Repu:urf 'Hé'l'p

Bl &|®x]z ° S ENEEE 2]

Foryard
hEw W indo Develop \Wwarkforce r |
¥ Administer Workforce L
Develop Workforce 4 - g R
Compensate Employees
e e v R |rrl[_|r =] I ll[_l 0y l-‘l-' Admfr‘lfster F;Sf& ENET]
eport Regulations (.S, minister
Compensate Employees  » b g L) i
. Define Business Rules b Administer GL Interface
Report Regulations (LS.} - o )
: Custom Utilities Administer Pension Plan
Define Business Rules L4 . e Bl
ecurity Repor minister Yariable Com
Custam Utilities e P
Mews Maintain Payroll Data U.S.

Security Reports

[+ i

News anage Annual Tax Rptg US
Manage Payroll Proc =H

PeopleTools 4 Manage Quarterly Tax Rptg .S

IManage Retroactive Processing
Report Payroll Info LS.

HRvoLTST |

|
Astart|| E12003.. | BeTA | MAgen.. | Blirbo.. | Ry |[Madm.. [ REEE 315
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' _ Manage Payroll Process U.S.
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Enter the Company, Pay Group, Pay Period End Date (of the check to be voided) and the Employee ID
Number and click OK.




When the list comes up then Select.

Manhage Payroll Process U.S. - Inguire - Paycheck Data =1
File Edit “iew Go Favorites Use Process  Inguire Rpta’-\M RptNZ Confrols Help
B2 (8(x]z(e] EalE| &z 5= S=] @lcl2] #elal])
X|
|
4 | |
’—WI [Detail Cancel |
HRYOLTST | 4
Mstart| | Bl200. | @GT. | BAge. | Birb.. | W, | iR, ||§FMa BYSLE  320pM
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Either make a screen print or record the information to be used on the Reversal/Adjustment panel.

Manage Payroll Process ULS. - Inquire - Paycheck Data -0l x|
File Edit “iew Go Favorites Use Process Inguire Epta-M RptN-Z Confrols Help

Bls#xEel man sl ol S5 2lkel2] el
Paycheck Earings |Paycheck Taxes | Paycheck Deductionsl Paycheck Garnishments | Paycheck Special Accumsl Paycheck Distrib_4 | 4 |

Company: 434 Page: 118 Line: & Empl Bedit: 0 Ben Rodi: ,
Pay Group: 551 ID: 00241440 ™ oif Eyele 7
End Date: 06/30,2003 Mame: | |
Confirmed Advice [™ Beprint [T Adiustment Separate Check it: ;I
Check # lszue Date Earmings Taxes Deductions Met Pay
268298 <:>UBHBUHEUUS 1.314.86 236,79 81.93 99614
Hours Eamings Rate Begin-End Dates: 06 E/2003 064302003 ;I
Uzed
Regular Hours: Hourly Rate: 15171462
Owvertime Hours: Hrly Rt FLSA Rate:
Regular Earn Hours: 88.00 1.314.86 DeptiD: AR46I07502
-Other Earuiug.-. ;I s ucs, e
VoL Position: 00133638
GL Pay Type:
Shift/Rate: N
State /Locality: Ga /
ZI Tax Penods: 1 Semimnthiy
Tax Method: Annualized
Account Code: .
FICA Status: Subject
Addl #: Addl Pay Reason: M Mane il
HRYOLTST  |Pavcheck Earninas IUpdate Dislay 4

Mstart| | D200 |BeT.. [Bage | Birb. [ WHe. | Wre. [WMa., RESE  321M




Step 2: Navigation: Process/ Payroll Reversal/Adjustment/ Update Display.

Manage Payroll Process LS. =]

File Edit Wiew Go Favorites Use | Process Inguire RptA-M BpthM-Z Controls  Help
Elgl@llxl%lﬁl t|.|| [f  Pay Calendar Creation AT WA S |

= Paysheet Creation »

Pay Calculation *

Pay Calc Off Cycle Only 4

Pay Confirmation 4

Pay Confirm Off Cycle Only »

Paycheck Distribution *

Paycheck Reprint r
Paycheck

Imputed Incame Adjustment Update/Display

Delete Balances »
Pay UnConfirm 4
Pay Unsheet 4
Blank Checks 3

Year to Date Balance Rpt Param  *
BROC OT File Parms

HRYOLTST |

|
Astart| | E20.. | BeT.. |Bag. | B, | WR.. | W [WMa., RS 336

&

Enter your Run Control ID and click OK.




Enter the Company Number, Pay Group, Current OpenPay Period End Date, Paycheck Number, Paycheck
Issue Date andtab. The following will populate: 1D, Name and Net Pay Amount. On the other side of the
panel the original Pay Group, Period End Date, Off Cycle, Page Number, Line Number and Separate Check
Number will populate by the system. The Reversal Radio Buttonshould be on.

Manage Payroll Process LS. - Process - Paycheck Reversal; =3l x|
Edit “iew Go Favorites Use Process Inguire Rpta-M RptN-Z Confrols Help
Ble|ax(nle| mlaE ole =E| alsE] sel] el ]
Paycheck Reversal/adjustment |
Dperator 1D: GHMARTIM
Run Control 1D: 1
Company: |484 ﬂ Ga. Dept. of Tranzpartation
Pay Group: ISS1 ﬂ Semi-tonthly Salaried i
Pay Period End D ate: Il]EIJ3|].r"2I]I]3 ﬂ Pay Run ID: E18

Papcheck Number: I 268298 ol Py Grong: 551 ll
e B [06/30/2003 " 4 Pay Period End Date: [0673072003 + |

Off Cycle [

ID/Name Net Pay
Page #: mﬂ
00241441 ﬂ $996.14

Line #: I_ﬁﬂ
| | Separate Check #: |_I]ﬂ

* Reversal <::| [” Delete Current Reversal JAdjustment :l

" Adjustment

HRVOLTST  [Paycheck Reversalftdiustment [Update/Display A~

Astart| | B)20... |BeT. | Bag.. | Birb..| B | W [WMa., [RESLE 3428

Once all the information is entered click on the first traffic light to run the process.



The Process Scheduler should look like the following example. Click OK.

Manage Payroll Process LS, - Proc

i

aycl

=13l x|

File Edit “iew Go Favorites Use Process Inguire Rpt b Rpt'N-Z" Confrols  Help
Blg@x|mle| alaal Ee oE| g8 @lelo] #elslz])
Paycheck Reversalfadiustrment |
e 2T 0cess  Scheduler Request %]
Operator 1D:
Run Control 10 Operator ID:  GHMARTIN Run Contral 1D: 1
—Run Location — Output Destination
o " Client Server @ Fle © Printer € ‘Window
Server IPSUNX ;I File/Pritiker: l.n’trnp# +P-d
Pay Group: M
= e Cancel
Pay Period End D Fun D ate/Tinme: Run Recumnence |
_ | Date [o3/29/2003 =] [Once -]
kv | e 0345700 PM [ _ 2
Paycheck Numt me: 103:48:00 PM Mame:
Rieset bo cument Date/Time | [Ew | HiEw | [elate |
Papcheck |ssue ﬂ
Description M ame Process Type Descr
10N ome ' PSPPYREY  COBOL SOL
II]I]24144I]
' Reversal [" Delete Current Reversal JAdjustment
" Adjustment ZI
HRYOLTST  |Pavcheck Reversal/adiustment Undate/Display “~
Astart| 20, |BoT. | @Mag. | Birb.. | WHe. | R, [WMa.. BESI X 345 M




PSPPYREY
PSPCHFRM
PSPPYRIN
PSPFYRUN

GHMARTIM
GHMARTIM
GHMARTIR
GHMARTIR

PSUMA
PSUNA
PSUM
PSUM

COBOL SEL
COBOL SEL
COBOL SOL
COBOL SGL

392065 03/29/2003 3:48: 00FM
382056)03/29/2003 12:45:00PM
382055 03/29,/2003 12:13:00PM
392054 03/29/2003 12:11:00PM

Success
Success
Success
Success




Once you have Success review Payroll Error Messages to make sure this check has not previously been
reversed in the system. Review the Paycheck Data. It should match the following example, Check Reversal
and all of the figures are negative.

NOTE: The system has assigned the page and line number based on the last Off Cycle Page Number that
has been used for this current period. You never have to assign or add a page number for a Reversal or
Reversal /Adjustment.

Manage Payroll Process U.S. - Inquire - Paycheck Data - 0] x|
File Edit “iew Go Favorites Use Process Ingquire RptA-M Rpth-Z Controls Help

Ble@x2el aas slel =l 2= @lelw] el

Paycheck Earnings |Pa\;check Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Payrheck Distrib_4 | » |
1

Company: 484 Page: 7 < I—I Line: 1 Empl Redil: n  Ben Rcdi: 1]
Pay Group: 551 ID: 00241440 b Off Cycle 7
End Date: 01343042003 Mame: | |
Reversing <’_‘> Check Reverzal [~ Reprint [T Aditstrment Separate Check #i: ;I
Check i Iszue Date Earnings Taxes Deductions Met Pay
265298 06/30,2003 -1,314.86 -236.79 -81.93 -996.14
Hours Eamings Rate Begin-End Dates: 06/16/2003 06/30/2003 ;I
Uszed
Regular Hours: Hourly Rate: 15171452
Dvertime Hours: Hrly Rt FLSA Rate:
Hegulal Earn Hours: -88.00 -1,314.86 DEDtID: 445202502
Diher Eatings _‘J Job Code: 15202
1 Position: 00133638

GL Pay Type:

Shift/Rate: Fa|

State /Locality: Ga F

zl Tax Periods: 1 Semimnthly

Tax Method: Annualized
Account Code: .

FICA Status: Subject
Addl #: Addl Pay Reason: N Hone

HRYOLTST  Pavcheck Earnings Undate/Display A

Astart|| D2, [Bc.. WA | B, BH. | B [y, | [ RESEE 340pM
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Step 3:

Navigation: Go, Compensate Employees, Manage Payroll Process US, Process, Pay Confirm Off Cycle Only,
Update Display.

Manage Payroll Process LS. - O] x|
File Edit Wiew Go Favories Use | Process Inguire Rpta-M RpthN-Z Confrols  Help

B|#|#!x|2|E| @[a|@| g Per Calendar creaton * (v wle ||
= Paysheet Creation »
Pay Calculation L4
Pay Calc Off Cycle Only *

Pay Confirmation b
onfirm Off ¢

Paycheck Distribution Update/Display
Paycheck Reprint 4
Paycheck Reversalfadiustment ¥
Imputed Income Adjustment 4
Delete Balances L4
Pay UnConfirm 4
Pay Unsheet »
Blank Checks *

Year to Date Balance Rpt Param ¢
BROC OT File Parms

HRvoLTST | | 4

Astart|| B2, | Be.. [ Ha. B, WH. | .. W, 2| [RESEE 404

Enter your Run Control ID and click OK.




Enter the Company, Pay Group, Pay End Date (the current open period) and the Page Number assigned by
the system.

nage Payroll Process U.S. - Process - Pay Confirm Off Cycle Only

Click the first traffic light.
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Review the Process Scheduler Settings and click OK.

Manage Payroll Process LS. - Pro

ay C Cycle R =IEY
File Edit ‘iew Go Favorites Use Process Inguire Rpta-M Rpth-Z Confrols Help
Blelex|ele| alael e 5o SE] lel] welsll]
Pay Confirm Off |
Operator ID: Process Scheduler Request X|
Run Control 1D: Operator ID: - GHMARTIM Fun Contral 1D:; 1
~ Runlocation — Output Destination
~Off-Cycle Bun—— . ; . .
. " Client Sewver & Fle Prirter " \Window
ompany:
Server IPSUNX ;I File/Pritiker: l.n’trnp# +P-d
Pay Group:
rRun Date/Time: — Riun Recurence Cancel |
Pay End Date: Date: |03/28/2003 =l [Once |
Process: Time: J04:09:00 PM_ [ ] Name:
Page i: Reset to current Date/Time | Hew | Hiew | Deletel
Description Hame Process Type Descr
Confirm Pay PSPCMFRM  COBOL SOL
HRYOLTST  Pay Confirm Off Undate Display 4
Astart| | @2 |G [ DA | Bin. | BH. | BH. W, 2| RESEE 407pM
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PSPCHFRM
PSPFYREY
PSPCHFRM
PSPFYRUM
PSPPYRUM

GHMARTIN
GHMARTIN
GHMARTIM
GHMARTIN
GHMARTIN

PSUNs
PSUN
PSURE
PSUNE
PSUMN:

COBOL SAL
COBOL S0L
COBOL 50L
COBOL SAL
COBOL SOL

382066
382065
382056
3820595
382054

03/23/2003 4:03:00PM
053/23/2003 3:48:00PM
09/29/20073 12:45:00PM
03/29/2003 12:13:00PM
03/23/2003 12:11:00PM

Success
Success
Success
Success
Success
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Once you have Success on the Process Monitor you are ready to review the Payroll Error Messages and
Paycheck Data.

Navigation: Go, Compensate Employees, Manage Payroll US, Inquire Paycheck Data, Paycheck Earnings.

Your Paycheck now has the words Confirmed Check Rewersal.

Manage Payroll Process U.S. - Inquire - Paycheck Data -10| x|
File Edit “iew Go Favorites Use Process Inguire Rpta-M Rpth-2 Controls Help
Ble@xzel mlaal el o= S5 slc2] el
Paycheck Earnings |Paycheck Taxes | Paycheck Deductiunsl Paycheck Garnishments | Paycheck Special Accumsl Faycheck Distrib 4 I 2 I
Company: 484 Page: 7 Line: 1 Empl Rcdit: a Ben Redi: . a
Pay Group: 551 ID: 00241440 b7 [ Gy
End Date: 09/30/2003 Hame: | |
Confirmed <l_|>Check Reversal ™| Reprint ™| Bdjustment Separate Check ii: ;I
Check i# Iszue Date Earnings Taxes Deductions Met Pay
268238 0E/30,/2003 -1,314.86 -236.79 -81.93 -936.14
Hours Eamings Rate Begin-End Dates: 06 E/2003 06/30/2003 ;I
Uzed
Leaulart S Hourly Rate: 15171452
Overtime Hours: Hly Rt FLSA Rate:
Regular Earn Hours: -88.00 131486 DeptD: 4046202502
~Other Earuiuga -ﬂ Job Code: 15202
R Position: 00133638
GL Pay Type:
Shift/Hate: I N
State /Locality: Ga F
j Tax Periods: 1 Semimnthiy
Tax Method: Annualized
Account Code: :
FICA Status: Subject
Addl #: Addl Pay Reason: N MNaone
HRVOLTST  |Paycheck Earnings [Update Display #

Astart| | 2. [Be.. [ @A | B B4 | W4 v, 2. RESEE 412pM

If you review the original check # 268298 issued on 6/30/03 it will now have the word “Confirmed” replaced
by the word “Reversed”.
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In order to process a Reversal / Adjustment follow the steps as outlined in the Reversal Process with the
following exceptions: Click the Adjustment radio button before running the process. This will produce a
paysheet that contains two paylines. The first one is the Reversal and the second one is the Adjustment.

Manage Payroll Process LS. - Process - Paycheck Reversal =3 x|
File Edit Yiew Go Favorites Use Process Inguire Rpta-M BptM-Z  Controls Help
gl @@x|=el alaal = =ol als| #el2] #lelsl ]|
Paycheck Reversalfadiustment |
Operator 1D: GHMARTIM
Run Control ID: 1
Company: |4B4 ﬂ Ga. Dept. of Tranzportation
Pay Group: ISS1 ﬂ Semi-Maonthly S alaried M
Pay Period End D ate: Il]SJ'Bl]:'Zl]lB ﬂ Pay Run ID: E15
Paycheck Humber: I 264716 s | e 551 LI
Paycheck Issue Date: [0672472003 " + | Pay Period End Date: [0671572003 + |
OFf Cycle [
ID /M ame Met Pay
Page #: Wﬂ
[o0z47420 4 $1.025.93
Line #: I_Bﬂ
| | Separate Check #: I_l] ﬂ
' Reversal [" Delete Current Reverzal JAdjuztment j
" ¥
HRYOLTST  |Paycheck Reversalfadiustment [Update/Display #~
A bt | Din. | B0, | D, | @lse. | Ba. | DAL | BH. WM., RESE 902am
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Navigation: Go, Compensate Employees, Manage Payroll Process US, Use, Payline With Security, Payline.

Manage Payroll Process U.S.

File Edit “iew Go Favorites

B 2|82l *=E

Use Process Inquire RptA-i

Paysheet
Paysheet Earnings(Short Form)

Payline \With Security

Payline Earnings {Account)
Paysheet Add Page

Online Check

Paycheck Distribution

RptN-Z Controls Help

'||3| +|elale ||

=10l x|

Payline

Payline One-Time Deductions
Payline One-Time Garnishments
Pavyline One-Time Taxes

Rapid Pay Data Batch Header
Rapid Pay Data Enfry

Search RPCE by Emplid
Rapid Pay Data Entry History
Import Rapid Pay Data

4

Bark Recon Check Entry
Manage Bank Recon Records

HewoLTsT |

s~

|
Astart]| Ho.| 2. | D, | Ms. |Ba. | DA | BH. [, 2p. | RESE 926 am




Enter the employee ID and click OK.
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The list will display the Company, Pay Group, End Date, Off Cycle, Page, Line #, Empl Rcd #.
You will see the System assigned Page # with lines 1 and 2. Select Line 1.

Manage Payroll Process LS. - Lise - Payl h - o] x|
File Edit Wiew Go Favorites Use Process Inguire Rpté-h RptH-Z CDntrDIs Help

Ble#l x| Elele] sl@ 5= S=] @] #lele]]

2003-03-30 00241440

Select I Detail | Cancel |

HevoLTsT | [ 7

Astart|| O | @2 | e | s, |Ba .| Sa | WH. [y, 2p. | RESIH 928 aM
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All of the information is grayed and the numbers are negatives. This is the reversal of the original check.

And you make no entries here. Note the words Reversing Adjustment.

Go to next in list to access Line 2.

Manage Payroll Process LLS. - Use - Payline With Security -10| x|
File Edit “iew Go Favorites Use Process Inguire Rpta-M BptN-Z Confrols Help
Ble(#x=e| akaal slel m=] S5 Blel] ez ]
Payline |Pa\,rline One-Time Deductions | Payling One-Time Garnishments | Payling One-Time Taxes |

Company: 484 Pay Group: 551 Pay End Date: 09/30/2003 Page: 8

Line# ID Empl Rcdit Ben Rcdit Name

1 00241440 0 o [ ]
Check # Check Dt Total Grozs Met Pay
L > Reversing Adiustment | 264716 [06/2472003 | |
Reg Hrs In OT Hrs Hily. Rate Reqg Salary ;I
[¥ DK to Pay
| | 15171462 | -1314.86
[T} Dizable Direct Deposit [©| Gross-lp

Shift Department Job Code Position GL PayType FICA TL

Account Code Earmings Beqgin/End Dates State Locality Reds

[N7& -] [+846202502 ﬂ [15202 j [o0133638 | W ﬂ

| +| [o670172003 [0671572003 [ +|

Other Eamings
Tax Prds  Cur: |_1 Annl: I Cd Seq Hours Amount ;I
Payp Frequency: |Semimnth|_l,l vI I ﬂ I_ﬂ I I
Tax Method: |Annualized vl j :l
HRVOLTST  [Pavline Undate Display 4
Astart| | Bc| @2 | €)c.| Ms.|Ba ] Sa | BH. [y, or | la] RESEE  9:31 A
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Note the Line # is 2, the word Adjustment and that the Net Pay is grayed.

Manage Payroll Process U.S. - Use - Payline With Security

File Edit %

e (G0 Favorites

Jze  Process

Inquire Rpta-M RBptN-Z Confrols Help

=10l x|

glgl@gx2el eaE sle == g5 2ks2] +|./|./+|£|\

Payline |F‘a\,rline One-Time Deductions | Payline One-Time Garnishments | Payline One-Time Taxes |

Company: 434 Pay Group: 551 Pay End Date: 09,/30/2003 Page: 8
Line## ID Empl Rcd#t Ben Rcdit Name
| | 2 00241440 i o |
Check # Check Dt Total Gross Net Pay
Adjustment | 101011200 - | | 1025.33
Reg Hrsz In OT Hrs Hrly. Rate Reqg Salary ;I
v DK to Pay
| | | 15171462 | 1314.86
[” Disable Direct Deposit [ Gross-Up
Shift Department Job Code Position GL PayType FICA TL
Account Code Earnings Begin/End Dates State Locality Reds
[n7A -] [845202502  +| [15202 +|  [00133638 | N
| 4 [0670172003 [06.:15/2003 [Ga " «| +|
Other Ealll;llga -
Tax Prdz  Cur: I 1 Annk I Cd Seq Hours Amount _I
Pay Frequency: |Semimnthly vl I ﬂ I LI | I
Tax Method: |Annualized - | I j

HRVOLTST  [Pavline Undate/Disnlay

HAstart| | Do @2 | ®c.| fs. | ®a] Sa | W, or | da| [ REST

58



If the employee is due additional earnings enter the information. Click the OK to Pay and the Disable Direct

Deposit check box and save.
At this time there is no Direct Deposit of Off Cycle Checks.

Manage Payroll Process U.S. - Use - Payline With Security
File Edit “iew Go Favorites Use Process Inguire RptA-M BptM-Z Contols Help

=10l x|

gl el@x|m e HaE sle 5= 85 @lel=2] #elslz]

Payline |F‘a\,rline One-Time Deductions | Payline One-Time Garnishments | Payline One-Time Taxes |

Company: 484 Pay Group: 551 Pay End Date: 09,/30/2003 Page:
Line#t ID Empl Rcdit Ben Rcdit Hame
2 00241440 0 i | |
Check # Check Dt Total Gross Net Pay

8

Adustment I [10/01/2003 | [ 102533

Reg Hrsz In OT Hrs Hrly. Rate Reqg Salary
|— v OK to Pay
| | | 15171462 | 1314.86

[N7A -] [845202502  +|  [15202  +| [00133638 | N s

¥ Dizable Direct Deposit [ Gross-Up
Shift Department Job Code Position GL PayType FICA TL
Account Code Earnings Begin/End Dates State Locality Reds

| ﬂ [0670172003 [06:15/2003 [Ga " «| ﬂ

_ 3 I— Other Ealll;llga
Tax Prds  Cur: I 1 Annl: Cd Seq Hours Amount

Pay Frequency: |Semimnlhly v| IHTU ﬂ I_ﬂ | I 150.00
Tax Method: |Annualized - | A

=]

HRvOLTST e Undate/Display ~
Astart||| D1 22| ®)c| #s| #a| Sa] BH|wm op] @Al S 045 AM

You are now ready to run the Pay Calc Off Cycle Only Process as in the above steps. Once you have
Success on the Process Monitor, review the Payroll Error Messages. If there are errors go to Payline with

Security and verify the entries, correct, save and run a calc until there are no errors. Once there are no

error messages then review the Paycheck Data.
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Manage Payroll Process LLS. - Inquire - heck Data
File Edit “iew Go Favorites Use Process  Inguire RptAM RptNZ Controls Help

=10l x|

Bl&|@(x[=e Ak wel == A 2l el ]|

{16 441
DD24‘I 440

1 | 2
Select I Cietail Cancel |
HRvOLTST | 7
#Astart| | EGIl:zIIGIISIlAIEAI!FHIIW p| fllal RO 1023 AM

Select Line # 1.
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Note the words Reversing Check Reversal and the check mark in Adjustment (this indicates that there is

another line)

All the numbers are grayed and there is no Net Pay. This is now shown on the Paycheck Deductions Panel
as Net Pay For Reversal/Adjustment. Remember this process does not void the original check but uses it to
calculate the additional amount due the employee.

Manage Payroll Process LS. - Inquire - Paycheck Data

File Edit ‘“iew Go Favorites

Uze  Process

Inquire RptA-M Rpth-Z Controls Help

=10l x|

Hlel®(x|=(e| aluE e 5= 8= 2kl £e|sl ]

Paycheck Earnings |Paycheck Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Faycheck Distrin_4 | r |

Company: 484 Page: 8 Line: 1  Empl Redi: Ben Red#: ) i}
Pay Group: 551 ID: 00241440 b 0t Cycle 7
End Date: 09/30,2003 Hame: |
Reverzing <:>Check Rewversal [™ Feprint [¥ fdiustment Separate Check #: ;I
Check # ssue Date Earnings Taxes Deductions Met Pay
264716 06/24/2003 1,314,886 -244.80 -1.070.08
Hours Earnings Rate Begin-End Dates: 06407 /2003 06/15/2003 ;I
Uszed
Regular Hours: Hourly Rate: 15171462
Dwertime Hours: Hily Rt FLSA Rate:
Hegulal Earn Hours: -80.00 -1,314.86 DED[IDI AB4E202R02
DINCLE e _AJ Job Code: 15202
=R T Position: 00133638
GL Pay Type:
Shift/Rate: N
State /Locality: (ETN §
ZI Tax Periods: 1 Semimnthiy
Tax Method: Annualized
Account Code: .
FICA Status: Subject
Addl #: Addl Pay Reason: N Mone ==
HRwOLTST  IPavcheck Earnings IUpdate/Display #
H . T = o kS
HAstart||| Do| @)2| @)c| ds| @a| Sa| Wi =p| @Al BYSY 10:32AM
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Manage Payroll Process U.S. - Inquire - Paycheck Data

File Edit %“iew Go Favorites

U= Process

Inquire RptaA-M EptM-Z Confrols Help

-0l x|

ol gl@(x(z el e el =] = 2al2] #le]sl|

Paycheck Earnings | Paycheck Taxes Paycheck Deductions |F‘aycheck Garnishments | Paycheck Special Accums | Paycheck Distrin 4 | g |

Company: 484 Page: g Line: 1 7| Off Cycle 7
Pay Group: 551 1D: 00241440 Empl Rcdil: 0 Ben Rcdii: 0
End Date: 03/30/2003 Mame: | |
Fewversing Check Reversal Separate Check H: ;I
Check # Issue Date Earnings Taxes Deductions Met Fay
264716 0E/24/2003 -1,314.86 -244.80 -1,070.08
Deduction Amount Amt Hot Taken/ Payback Amt/ ;I
Plan Code Class Tywpe Calculated Base Refund Amt
Credit Union DOT Savings -25.00
cupaTts After-T ax General
Met Pay for Reversal/Adjustmt -1.025.33 <
MWETP&y After-Tax General
ERS Employes Deduction 1373
E2M&R ERS2 After-T ax ERS EE [ed 1.314.86
ERS Employer Contribution 14017
E4MAR ERS4 Nantaxable ERS ER Con 1.314.86 _I :I
HRYOLTST  |Paycheck Deductions UpdateDisplay &
Astart| | Blc| 812 @16 @s| ®al 54| Wwwv p) @A) RO 10:41 AM
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Next review line 2. Validate all the panels and if correct you are ready to run the Pay Confirm Off Cycle Only
Process.

Manage Payroll Process LS. - Inquire - Paycheck Data - 0] x|
File Edit Yiew Go Favorites Use Process Ingquire Rpta-M Rpth-Z  Controls Help

Bl8|@x|=(e| Hhaal slel 2 8= 2kl el

Paycheck Earnings |Pa\,n:heck Taxes | Paycheck Deductions | Pawcheck Garnishrments | Pawcheck Special Accums | Paycheck Distribi[Ll

Company: 484 Page: a Line: 2  Empl Rcdi: a Ben Redik: .
Pay Group: 551 ID: 00241440 e O Eycle
End Date: 09/30/2003 Mame: | |
) =]
Calculate Check. ™| Feprint ¥ | sdiustmert Separate Check #:
Check # Issue Date E amningsz Taxes Deductions Het Pay
10401 /2003 1.464.86 27238 1.070.08 122,45
Hours Eamnings HRate Begin-End Dates: 0601 /2003 06/M15/2003 LI
Used
Regular Hours: Hourly Rate: 15171416
Owvertime Hours: Hily Rt FLSA Rate:
Hegulal Earn Hours: 80.00 1,31 4 86 DBD“D: 4845202502
TiTherE aivirme — ;I Job Code: 15202
* Position: 00133638
RTO  Retrobdj 150000 H GL Pay Type:
Shift/Rate: PN
State /Locality: Gé 4
j Tax Periods: 1 Semirmnthly
Tax Method: Annualized
Account Code: .
FICA Status: Subject
Addl #: Addl Pay Reason: N Mone bl
HEVOLTST  [Pavcheck Earnings [Update/Display 4

dAstart| | Blc| B12] @1c| @s] Ma| Sa] Bwwv op] @A BYOL  10:50 AM

Review Payroll Error Messages. If none, then review Paycheck Data.



Manage Payroll Process LLS. - Inquire - Paycheck Data -0l x|
File EBdit W¥iew Go Favorites Use Process Inguire RptA-M EptN-Z Controls Help

glgle Xz el aas ss == G5 2ksl=] +|./|./+|£||

Paycheck Earnings |Paycheck Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Paycheck Distrib 4 | r |

Company: 484 Page: 8 Line: 1 Empl Redil: n  BenRcdi: )
Pay Group: 551 ID: 00241440 W O Cyele 7
End Date: 0943042003 Hame: | |
Confirmed <‘_|> Check Reverzal ™| Feprint [ Adiustment Separate Check i: ;I
Check # lzzue Date Earnings Taxes Deductions Met Pay
264716 06/24,/2003 -1,314.86 -244 80 -1,.070.06
Hours Eamings Rate Begin-End Dates: 0607 /2003 06/15/2003 ;I
Uszed
edulni o Hourly Rate: 15171462
Owertime Hours: Hrly Rt FLSA Rate:
Hegulal Earn Hours: -80.00 -1,314.86 DEDtID: 445202502
DThelE rings — ;I Job Code: 15202
b Position: (07133638
GL Pay Type:
Shift/Rate: Fa |
State /Locality: Ga F
zl Tax Periods: 1 Semimnthly
Tax Method: Annualized
Account Code: .
FICA Status: Subject
Addl #: Addl Pay Reason: M Hane = =
HRYOLTST  Pavcheck Earnings [Undate/Display &
Astart||| Elo| 02| Dc| @ls] 4| sl Bvijsv o] @A BYOLE 1056 AM
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Note the word Confirmed and the Check assigned number.

Manage Payroll Process U.S. - Inquire - Paycheck Data

File Edit “iew Go Favorites

Jze  Process

Inquire RptA-M Rpth-Z Contols

Help

=10l x|

Ble@xzel aaE slel D= = 2] el

Paycheck Earnings |F‘aycheck Taxes | Paycheck Deductions | Paycheck Garnishments | Paycheck Special Accums | Paycheck Distrin 4 | 4 |

Astart || S| B12] B1c| ds| #a| Sa| Bwwiv 2] @A

Company: 434 Page: g8 Line: 2 Empl Red#: g  BenRedit . 1]
Pay Group: 551 ID: 00241440 W G Cye
End Date: 09/30/2003 Mame: | |
Eonfirmed<:} Check. [™ Feprint [¥ fdiustment Separate Check #i: ;I
Check i szue Date Earnings Taxes Deductions Met Pay
B27a15 10401 /2003 1.464.86 27235 1.070.08 12245
Hours Earnings  Rate Begin-End Dates: 064071 /2003 06/15/2003 ;I
Uszed
Regular Hours: Hourly Rate: 15171416
Dwertime Hours: Hrly Fit. FLSA Rate:
Regular Eamn Hours: a0.00 1.314.86 DeptiD: 4045202502
‘Othat Earimgs — LI Job Code: 15202
b Position: 00123638
RTO  Retadd 150.00 H GL Pay Type:
Shift/Rate: N
State fLocality: Go
j Tax Periods: 1 Semimnthiy
Tax Method: Annualized
Account Code: _
FICA Status: Subject
Addl #: Addl Pay Reason: N Maone
HRWOLTST  |Paycheck Earnings Update/Display

RYSL

10:58 AM

The Adjustment Check will print during the nightly processing and be available to the agency the following

day.
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In order to refund a General Deduction: First enter an end date on the General Deduction Panel that is at
least one day prior to the check you are reversing. Then run the Paycheck Reversal / Adjustment Process.
The only thing that has to be done on the Adjustment Payline is click the Ok to Pay and Disable Direct
Deposit, Save, run the Pay Calc Off Cycle Only Process and then the Off Cycle Pay Confirmation. The system
will automatically refund the deduction.

In order to refund Taxes withheld in error: If OASDI was withheld in error, first go to the employee’s Job
Data. Navigation: Go, Administer Workforce, Administer Workforce (US), Use, Job Data, Update/Display.
Insert a row using the effective date prior to the first day of the pay period you are reversing, Action Reason

of Data Change,

CFIl (Change FICA Status). On Job Data Panel 2 Change from N (Subject to) to M (Medicare Only) and save.

Administer Workforce (U.S.) - Use - Job Data

File Edit “iew Go Favorites

Use Setup Setup US Process Inguire Report Help

=10l x|

Bl8@ x> e \aE sle 5= a8 @lel2] sl

lohDats 1 |Joh Data 2 | Job Data 3 | Job Comments | Job Audit Info | Job Earnings Distribution | Benefit Program Participation | ErL[Ll

1D: 00241440 Empl Redit:

i}

Effective Date:

Employee Status:

Action / Reason:

Active

0543142003

[T Position tManagement Becord

Current Effective Sequence: | a

IData Chg

j ICFl ﬂ Chanige FICA Status <:jtion Dt: 10401 /2003

Position Humber:

Position Entry Date

Il]l]1 33638 ﬂ |1 0/01/1993 Highway Maintenance Foremar

[” Position Data Dvemide ¥ Encumbrance Overide

N

=

Department: |4B452l]25l]2 ﬂ |1 001/1999 EMT MaLIPainD 2
Job Code: |1 5202 ﬂ |1 070171993 Highway Maintenance Foreman
Location: 031 ﬂ
Reqgular Shift: N/A . Dperator ID: BEMS7O
HRvoLTST Db Data 1 [correction

s

MAstart| | D] 22| )| @s| #a| a8 - ] @awa BYSY  11:13AM
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Administer Workforce (U.5.) - Use - Job Data

File Edit “iew Go Favorites

Use Setup Setup US  Process

Inquire  Report Hé.|-|5

=10l x|

Ble@x(ze aae el o a8 elel=] el

JobData 1 JobData 2 |JDb Data 3 | Job Comments | Job Audit Infio | Job Earnings Distribution | Benefit Program Participation | Er 4 | » |

ID: 00241440 Empl Rcdi:

0

Effective Date:

Action / Reason:

SCOA Type:

Empl Class:

FLSA Status:

05/31/2003 Current

Diata Chg

[ s

IEHecutive o I

Change FICA Statuz

Effective Sequence: 1]

Full/Part Time:

|Fu||—Time - |
|Nune - |

Officer Code: |Nnne . |
N

EED Class:

Astart| | Blc| B2 @16 @s| M4 Sa| 89w WH| 2| @a WA

7]

I — |

Company: I434 ﬂ Dot FICA Status: IM_ﬂ Medecr anly
Pay Group: L] ——" Classified Inde: [ +|  Classified

Pay Months Per Year: 120
Emplovee Type: |5 ﬂ Salaned

Haoliday Schedule: [NONE ﬂ
Standard Hours: [40.00 FTE: [ 1.00 ¥ Adds to FTE Actual Count?

HRYOLTST  |Job Data 2 [correction

s~

LR

11:14 AM

Run the Paycheck Reversal / Adjustment Process. The only thing that has to be done on the Adjustment
Payline is click the Ok to Pay and Disable Direct Deposit, Save and run the Off Cycle Calc Process. The
system will automatically refund OASDI. Review Payroll Error Message and Paycheck Data. When check is
correct run the Pay Confirm Off Cycle Only Process.

Tips:

Always confirm Reversals before processing a replacement On Demand Check. The system will not allow

you to confirm an Off Cycle transaction if you have two calculated paylines for the same employee.

Always review Payroll Error Messages and make corrections and re -calculate until there are no error
messages for this payline page.

Always review Paycheck Data for accuracy before confirming checks.
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